:‘J"L

Nt A MES COOK
~m UNIVERSITY
<«  AUSTRALIA

Navigating the Field Trip Module

RiskWare user guide
‘ ;




About this guide

What is RiskWare
RiskWare is a web-based application that can be accessed any time of day, on or off campus and is used to manage information
and actions relating to incidents, hazards and risk assessments. It enables employees to:

e Report an incident for themselves or someone else, with or without an injury

e Report a hazard for themselves or someone else

e The option of requesting confidentiality when reporting on incidents

e  Registering risks

e View the risk register

e Register a field trip

What is the RiskWare field trip module
The RiskWare field trip module allows users to plan, assess and manage risks for their upcoming off-campus activities in an easy-
to-use system. The module streamlines approvals, communication and safety management

Relevant documents
Refer to the below WHS documents in relation to field trips:
e  WHS-PRO-015 Field Trip Procedure
e WHS policies and procedures relevant to your activity

Accessing RiskWare

Logging into RiskWare
The link to RiskWare is available through the JCU website

STEP 1
Open your internet browser to the JCU Homepage and click on Staff

Staff JCU App Library LearnjCU Contact Give
s

e
S Future Students Current Students Research and Teaching Partners and Community
——

> AUSTRALIA

[}

' Apply now for study in
= Trimester 2

STEP 2
Under Popular links, select Tools and systems A -Z

Popular links

Service portal Tools and systems A-Z My HR Online Staff learning hub >

Staff Intranet Staff search Travel management Corporate reporting insights >
- — — — — — and analytics

Staff email Room booking Policy library
—_— —_— Human Resources



https://www.jcu.edu.au/policy/university-management/whs-management/hsepro007-field-trip-procedure
https://www.jcu.edu.au/work-health-and-safety/index
https://www.jcu.edu.au/work-health-and-safety/report-and-manage-an-accident-incident-or-hazard/what-is-riskware

STEP 3
Scroll down to R and select Riskware (Risk Management System)

STEP 4
Log into the system using your JC/ID log in credentials

NOTE: Ensure that you have registered for Multi-Factor Authentication (MFA) prior to attempting to log into the system

Password

User Name e.g. jc123456

LOG IN

Forgot Password?

Exiting RiskWare 1
To safely exit the program, use the Sign out option located in the top right-hand -
corner of the navigation screen under your profile =

(L
@ Melissa Gallacher
Click the icon and select Sign Out Change Password v
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Navigating the field trip module

Locating the field trip module
Once you have logged into the system, navigate to the Field Trip module Field Trip

Request a Field Tnp




Field trip register
The following displays the register screen for all logged field trips
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Field Trip

Active Show me | 20 w|items per page

) . - Risk Assessment -~
Ref. Type Start Date End Date Status Field Trip Leader Destination Curent Residual Commands

8836 O Remote 10/05/2026 20/05/2026 New  Elle Robertson Olga Downs Station @) @)
8834 (@) Other 29/04/2026 29/04/2026  Approved NMigel Breen James Cook University property Fletcherview @ @
8833 O Other 6/05/2026 6/05/2026 Mew Jamie Ahearn Munro Plains Wetland, Tully O O
8830 O Remote 410512026 8/05/2026  Approved Conrad Hoskin Gloucester Island O O
8827 (@) Remote 28/04/2026 28042026  Approved  Stuart Worboys Mt Bellenden Ker O (@]
826 (O 'ﬁ[‘;ﬁ;ﬁ'{ﬂm" 400512025 /062026 New  Emmeline Norris Atherton Tablelands, Daintree, Cassowary Coast ) @)
8825 O Remote 710412026 1/09/2026 New Philip Haig Bowling Green Bay National Park, Cape Upstart National Park O O
8824 o Other 26/04/2026 26/04/2026  Approved Juliet Saltmarsh Watsonville @ (0]
8823 Q Remote 27/04/2026 29/04/2026  Approved  Scott Macor Mount Bartle Frere Q (@)
82 O B°‘5‘;Cﬂ ;“d 5052026 16/05/2026  Appraved Caitlin Smith Coastline between Yorkeys Knob and Russell Heads @) Q@
1 This section allows you to break down filed trips that are relevant to you

2 The back button returns you to the main page

3 The New button allows you to create a new Field Trip

4  The Filter button opens in a new screen and allows you to search for specific field trips you have previously created

5  The Refresh button updates your page

6  The Print button allows you to print/download a copy of the Register

7  The Export button allows you to download a copy of the Register in Excel format

8  The Help button provides additional information

X



Creating a new field trip

The following outlines the process for creating field trips within the system

STEP 1

Select the + New icon within the Field Trip Register to log a new field trip

& Back

+ New Y Fitter (Z Refresh = Print ¥ Export Onep

Once open, if you need to save your information and complete it at a later time, select Draft from the top toolbar

°Canoel

Previous eNext B Draft 0Help

To view your draft field trips, select My Drafts from the main Register page

seve [T

STEP 2

Complete the information about your field trip as required. A red asterix * will appear for all fields that are mandatory to be

completed

Field Description

Field trip name

Provide a brief name for your field trip with the task you are undertaking

Field trip description

Enter a detailed description of your activities that will be undertaken in your field
trip. You can also include the locations and any equipment you will be using here

Field trip leader
e Name
e  Email
e  Phone number
e  Business Unit
e Emergency Contact
e Contact Number

Enter the name and contact details of the person authorised to lead the field trip.
Ensure that all details, including emergency contact are current and operational

Field trip business unit

Search for and enter your business unit (BU) using the magnifying glassicon 0O

Field trip destination

Enter the destination of your field trip

Field trip type

Select the activity that best describes your field trip from the list provided

External reference number

If the trip involves boating or diving, please enter the MyRegister trip number

Field trip dates

Use the calendar picker to select the start and end dates of your
journey

Field trip approver
e Name
e Email
e  Phone number

In this section you must enter the name of your direct supervisor at JCU. This person
has the overall authority to approve your field trip

If their name does not automatically populate or it is incorrect, select the
magnifying glass and search for the correct person

fo

Communications person
e Name
e Email
e  Phone number

This section will pre-populate with your managers details. If they are expected to be
on the trip, you will need to change them to a JCU staff member who will not be a
participant. This person will also need to be available for the entire duration of your
trip

Acknowledgement

Tick the box to confirm you have provided a contact person for your trip and have
agreed on a communications plan

Select Next




STEP 3

Field Description

Select activities undertaken

Click the + button against each category to select all the activities that will be
undertaken during your journey

This information will populate into your risk assessments in the field below

Risk assessments

Click on Find Risk Assessment and search for the relevant assessment

Once located, select the relevant line and the assessment will be added

If this activity does not have a risk assessment already completed, select Create Risk
Assessment and follow the steps to create a new risk assessment. Note that this will

openin anew tab

Once completed, your risk assessment will be added to your field trip

Acknowledgement

Tick the box to confirm

Select Next

STEP 4
Field

First aider
e Name
o Email
e  Phone number
e Emergency contact
e Contact number

Description

Click the + Add a First Aider button to enter the details of the person who will be
acting as your First Aid Officer on the trip

Use the magnifying glass to search for the person and select their name to
add. Ensure you include their phone number and emergency contact details if
not pre-loaded

You will also need to ensure that your First Aid Officer has their current First Aid and
CPR certificates. Expiries for these are:

e CPR-12months

e  First Aid — 36 months (3 years)

If any of these are not current, then they will need to refresh them before the trip or
an alternate First Aid Officer will need to be selected

Participants

e Name
e Employee ID
e Email

e  Phone number

e Emergency contact
e Contact number

e  Activities

Click on the + Add a Person button to enter the details of all those who will be
participating on the field trip at any capacity. Ensure you enter all their details

Select the magnifying button next to activities to select what activities they 0O
will be participating in. Note that the list of activities will be pre-populated
based on your earlier selection

To add a class, navigate to the top menu and select + Add Class +2 Add Class

A pop-up will then open. Search for your csv file with all personal details included and
select Add Participants

Add multiple participants




Employee ID Email Phone Number Emergency Contact Contact Number Activities

x{ Name

[l | Melissa Gallache| O | 15860 Activiy List-Aa| O

melissa gallacher@j| 0400 000 000 0400 000 000 | =

x v

Person name

Activity List -Ara| 0

Christian Joan | O |54511 christian joan@jcu e/ 0400 000 000 0400 000 000 | =

3 v

Person name

Grace Metball | O |11587 grace.meatball@jcu | |0400 000 000 Persen name 0400 000 000 |« Activity List-Ala| o

x v

Bruce Plonk 0 |98524 bruce plonk1@ijcu.e/ | 0400 000 000 0400 000 000 | « |Activity List-Ais| o

x v

Person name

Field Description
+

Select Next

STEP 5

Complete the journey details that are relevant to your field trip. You will need to ensure that you add an entry for each

destination of your journey

Field Description

Start date Select the start date of your field trip for that journey using the calendar
icon

Start time Use the drop-down to select the start time of your journey in AM/PM format

Start location Use the magnifying glass to search for your starting location 0
You can search by address or coordinates if more appropriate for remote trips
Drag the red pointer to the appropriate location. Click Save

Highest risk activity Use the drop-down to select the activity with the highest risk on that leg of the
journey

End date Select the end date of your field trip for that journey using the calendar
icon

End time Use the drop-down to select the end time of your journey in AM/PM format

End location Use the magnifying glass to search for your destination 0

You can search by address or coordinates if more appropriate for remote trips
Drag the red pointer to the appropriate location. Click Save

Is reporting method required

Use the drop-down to confirm if a reporting method is required
If No is selected, proceed to Non-Contact Response

Reporting method

From the drop-down, identify the communication method that will be used

Report in date

Select the date that you will report in using the calendar icon

Report in time

Use the drop-down to select the time you will be checking in using the AM/PM
format

Time zone Identify the time zone that applies to your destination location

Reports to Click on the magnifying glass to select the name of the person you will be 0
reporting into

Frequency From the drop-down, select the frequency that you will be reporting in

number

Non-contact response hame and

This field is optional but can be used if contact has not been made

Once all relevant information has been added, select Add

Repeat this process for all steps of your journey. Once a journey is added, it will appear at the bottom of the page




Start Date/Time Start Location Highest Risk Activity End Date/Time End Location Report in Date/Time Report To Reporting Method Reporting Frequency  Field Contact Name

1 James Cook Dr, Richmond QLD 4822, 10/05/2026 17-:00

10/05/2026 08:00 Daug\:s ?LP 481“1 Vehicle use 10/05/2026 17:00 A (AEST) Sebastian Hoefer Text Message Daily Will Harrington rd
10052026 17.00  Tcnmond QLD 4822, Remotel isolated 200512026 08,00 chmond ALD 4822, 20’05(’:%%“8:00 Sebastian Hoefer Text Message Daily Will Harrington ’;
20/05/2026 08:00 Rm"’“gﬂ:ﬁﬁhg CREH, 20/05/2026 17:00 [;oﬂggg}z%jzs%, 20/05(/,32%‘%)17:°° Sebastian Hoefer Text Message Daily Will Harrington s X
Select Next
STEP 6
Field Description
Vehicles Select + Add a Vehicle to add any vehicles that you will be using as part of your
journey. A pop-up window will appear. Enter the details as required and select Save
You will need to do this for all vehicles you use during your journey
Attachments Attach any relevant documents in this section
Notes Add any relevant notes. A pop-up window will appear. Enter the information and
select Save
Select Next
STEP 7

This section advises you are about to submit your field trip

e To submit, click the Submit button

e Email notifications will then be automatically distributed to the relevant approvers
e Toreview your information and make adjustments, select the previous button
e Tosave it as a draft, click the previous button and then select Draft

If any changes are to be made after submission, a note can be added to the log to advise the approver of the change

°Canoel ePre\.'ious Mext Q Submit oHeIp

To complete this process, please follow the instructions below

To submit your request, click the Q button (located on the toolbar).

To review your information click the < button (located on the toolbar).



Actions for existing field trips R

Once you have created a field trip and saved your draft, you are able to complete additional actions

STEP 1

Click on the ellipsis (3 dots) to open the additional actions. In this section, you will be able to:

Risk Assessment Commands
Cumrent Residual

- — a
View/Edit E
Review Notes
Clone
Peer Review
Delete
Communications Plan
Print
Audit Trail

Invite

Action Description

View/Edit

This section opens your field trip information and allows you to make any necessary changes or
comments through the Review panel

Review Notes

This section opens a pop-up window where you will be able to view any comments made through
the Review a field trip section

Clone

This action allows you to copy an existing field trip to make a new version. You may use this option
if you are going on a trip that has previously been created/submitted

Cloning will create a new reference number for your field trip

Peer Review

This section allows you to invite others to review and comment on the proposed field trip prior to
submission. Note that this may be a requirement for your department, so ensure you always
consult with your supervisor before submitting

View the Requesting a peer review section below to complete this task

Delete

This option allows you to delete your field trip. Note that this action cannot be undone

Communications Plan

This section opens up the communications plan for the field trip and displays the journey path

To edit this section, you will need to do so through View/Edit

Print This option will allow you to print/download a copy of your field trip
Audit Trail This feature displays a detailed history of all actions taken by all users based on date/time
Invite This option allows you, managers or approvers to invite users to view the field trip. Invitees will

have the ability to view the field trip details from the invite view on the register until the field trip
has been closed

View the Inviting others to view section below to complete this task




Reviews

Reviews allow users to assign permissions to others in order to review the proposed field trip prior to submission. When
choosing who to assign your review to, ensure they have knowledge of the requirements of the risk assessment and the field
trip activities

Inviting others to view

This process allows you to invite other users involved in the management of the trip or to notify participants. Inviting others to
view the field trip further ensures that all parties are aware of the risks and the proposed controls. Note that this process is
different to Requesting a peer review

STEP 1
Locate your field trip

STEP 2 Show me 20 w| items per page

Under Commands, select the ellipsis (3 dots) beside the relevant field trip RiskAssessment . mands :

Current Residual

n
Select Invite View/Edit E

Review Notes
Clone
Peer Review
Delete
Communications Plan
Print

Audit Trail

Invite

STEP 3

Search for the name of the person/s you wish to invite |

Select their name and click Add 0» invie other employees to view this Field Tip to assist you in developing an acton plan
First Name: ‘Comment

Repeat this step for each person you wish to invite Last Name s

Search
Search resull Employees Invited

Once all names are entered, select OK

Add>>
<<Remove

An email notification will then be sent to the users you selected, inviting them

to view the field trip pr—
Cancel

Requesting a peer review
This process allows you to request another user to review and provide feedback on the proposed field trip. You are only able to
ask for a peer review if the trip is in draft status

STEP 1
Select My Drafts from within the Field Trip Register

Field Trip




STEP 2 Show me |20 +|items per page
Under Commands, select the ellipsis (3 dots) beside the relevant field trip Risk Assessment -

B | e | SIS

-
Select Peer Review View/Edit E

Review Notes
Clone
Delete
Communications Plan

Print

Audit Trail
Invite
STEP 3 |
Search for the name of the person/s you wish to review the field trip (
@  Choose the subject matter expert you would like to review this Application ’
Select their name and click Add Frsthane: [ara
Last Name: car
Repeat this step for each person you wish to provide a review Searh
.SAmiso(chMZ isr\ﬁéggidRedd\clih M;nxger Work Hea
Once all names are entered, select OK
An email notification will then be sent to the users you selected requesting 2
.
them to review

STEP 4
Once the review has been completed, you will receive an email notification advising you of any new comments. You will be able
to log into the system to view these comments

How to review a field trip as a peer reviewer
The process allows you to provide comments about a field trip that has been assigned to you. You will receive an automated
email when you have been assigned as a peer reviewer

STEP 1
To review a field trip that has been assigned to you, navigate to the Field Trip Register and select My Peer Reviews

Field Trip

My Drafts

All field trips that have been assigned for you for review will be listed in this section

STEP 2
Navigate to and open the relevant field trip to view and provide comments

Use the Next and Previous buttons to navigate through the field trip



STEP 3

Use the Review Notes section to provide any comments and suggestions about the field trip

Enter your information and select Post. Once posted, your comments will be displayed in the
side panel, an email will be sent to the field trip logger and will also be recorded in the Review
Notes and Audit Trail

Ensure that you are as specific as possible in your comments to avoid confusion

Field Trip
Actioned On
07/05/2026
07/05/2026
07/05/2026
07/05/2026
07/05/2026
07/05/2026
30/04/2026

30/04/2026

” Audit u Note u Attach

Action

View

Peer Review

Peer Review

View

View

View

View

Create

Actioned By
Melissa
Gallacher
Melissa
Gallacher
Melissa
Gallacher
Melissa
Gallacher
Melissa
Gallacher
Melissa
Gallacher
Melissa
Gallacher
Melissa
Gallacher

Action Details

Melissa Gallacher viewed this Field Trip

Melissa Gallacher added peer review note [More about the description - where are you geing? what are
you doing? etc.]

Melissa Gallacher added peer review note [Expand on the title]
Melissa Gallacher viewed this Field Trip
Melissa Gallacher viewed this Field Trip
Melissa Gallacher viewed this Field Trip
Melissa Gallacher viewed this Field Trip

Melissa Gallacher Cloned this Field Trip from the Field Trip with Reference Number 8839

Melissa Gallacher
01:38 PM 07/05/2026

More about the description - where are you
going? what are you doing? efc

Melissa Gallacher
01:38 PM 07/05/2026

Expand on the title



Finalising the field trip

Approve/reject the field trip
Once a field trip has been submitted, the field trip approver has viewing access through the Field Trip Register and will be able

to:

e  Approve the field trip

e Select the Approve icon (hands up) and add note
e Reject the field trip

e Select the Reject icon (hands down) and add note



